
  
UCR Help - Creating an Arrest Under 18 Form 

 

 
Completion of this form is required if you selected “Activity” for the Arrest Under 18 form when creating the 
corresponding Return – A.  (The selection table is located at the bottom of the Return-A form.)  If “No Activity” was 
selected when creating the Return-A, this form is not required and will be so indicated in the table at the bottom of 
the Return – A Form.  
 
The following steps should be followed to create an Under 18 Arrest Form: 
 

1.  At the UCR Welcome Screen, click “Enter UCR”.  Before an individual can access the UCR 
website or create a new report, the agency and the agency’s designated users must be registered with the 
MSHP UCR Program Office.  After registering, they must be approved by the MSHP UCR Program staff.  
Once approved, the agency’s authorized users can submit monthly UCR data to the central repository 
through the website.  For more information on this subject see Registration. 

 
2.  Enter User Name and Password.  To enter the UCR website, an individual will need to enter the User 

Name and Password assigned to them by the MSHP UCR Program staff.  Type the letters just as they were 
assigned to you, as the user name and password are case sensitive. If your User Name was registered as 
“BILL” and you type “Bill” the system will not accept your user name. You must type it  exactly as 
registered.  

 
Note: The User Name and Password are assigned to authorized users at the agency by the MSHP UCR 
Program staff. The user name and password used for accessing the UCR website may be different than 
those used to access the computer or network at the agency.  
 
After successfully entering your user name and password, you will be taken to the UCR Homepage 
(shown below.) 
 

 



  
3.   A list of available Return-A forms will be displayed in the Reports by Date window on 

the UCR homepage.  Double click on the Return-A form for the ORI and month in which 
the report should be added.   

 

 
 

 
4.   From the table at the bottom of your Return – A Form, click the  “Create Under 18” 

button to create a new Under 18 Arrest form. 

 

  
 
5.  Enter your statistics into the applicable fields of the Under 18 Arrest Form.  Seventeen 

year olds should not be included in this section as they are considered adults in 
Missouri.   Note: You can use either the tab key or mouse to navigate through the form.   

   

        
 

Double 
Click 



6.   Select each offense type that requires data to be entered.  Those portions of the form with 
offenses that have zero activity do not require display.  When all offense types have been 
selected, click the “Show Offenses Table” button.  Note:  Suspicion is not a valid arrest code in 
Missouri. 

 

   

Suspicion is 
not a valid 
arrest code 
in Missouri 
and should 
never be 
chosen. 
 

 
 

8.   A table will then be displayed allowing you to enter detail information for each offense 
chosen in the previous step.  The user should ensure the totals for age groups equal the 
totals for race for each offense that is entered.  If the totals do not agree, the form cannot 
be approved. 

 

  
 

9.   When you have completed entry of the supplemental data, click the “Zero-fill 
Remaining Fields” button, located at the bottom of the page. Before a report can be 
submitted to the UCR Program Office all the fields must contain a value. To ensure all 
fields have a value, a user should click the “Zero-fill Remaining Fields” button. This 
automatically puts a zero in all empty fields.    

 
10. If desired, you may click the “Calculate” button to automatically compute totals and 

subtotals contained in the Under 18 Arrest Form.  
 



11. Click the “Submit” button to submit report. 
 
12. You will be prompted with the message “Are you sure you want to save this form into the 

UCR database?”  Click “OK” to submit or “Cancel” to return to the form. 
 

 
 
13. If the Under 18 Arrest Form was submitted without error, the message “Your Document 

has been saved!” will appear and you can continue to the next form by clicking “Click 
Here” and selecting the next form from the table at the bottom of the Return – A Form. If 
you see a message indicating it was not successfully saved, note the reason given and 
click the “Click here to return to your Under 18 form” link. Make the necessary 
changes to your Under 18 Arrest Form and resubmit. 
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